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have value to warrant their retention after

to warrant retention. v ant
the period of time indicated.

Dispose of present accumulation. No _ Establish retention schedule for re- Microfilm and destroy originals.
D additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation.- The records will -cease to retained for the period of time indicated.
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work or activity to which the records relate inclusive dates and quanhty and Board of Public
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and ths yellow by serisl or ticket mumber, In
sone stations both coples are filed together
the tag mummber until the fins is paid, At the

=

time of payment, the yellow or blus copy, which Q

ever is considered the official copy, is run 3

through ths cash register, initialed by the Jus =

tice of the Peace receiving payment and filed 0=

the "Paid" file., The remaining copy, 1f it has w S

not been given to the payee as a receipt, is = h
sidered to bs nonrecord within the meaming of ©a

statute governing nonrecord material (Ammotated =

, . Code of Maryland, 1957 Edition as amendsd, Art, e-
, ’ 7 41, Sec. 179) and may be destroyed as socon as 2“
, . payment has been recsived and recorded. . . S

B. -Meter Ticket Sumary, or P Moter Receipt Book, =

titIed variously by different stations but serving =

the same pwpose, is posted from the "Paid" £ils copy
. and 48 a daily record of tickets issued by serial
mmber and by tag number of the violator, the name of
the issuing officer, the date issued and the amount
o posted with the initisls of the Justice of the Peaos

- : yeoalving payment, Unpaid tickets more than three
years old are considered to be uncollectabls,

- . C.. Dally Work Sheets and Machine Tapes.

D. - Officers Reports, are made up daily by the
traffic %ﬁrs as & rescord of tickets issued,

E. Gemeral Correspondence on Mster Vielations, contains
inquiries on meter vioclations, reports, complaints,
and copies of notices of failure to pest collateral,

Fo Receipt Copiles, copy of receipt given te viclatar
when dspositing collateral in cases in which the
"baff cardboaxd copy has been lost and the yellow or
blue station copy 1s not used as a receipt copy.

The recommendation below applies to all records except nonrecord

-

raterial for which disposition is provided sbove,

RECOMMENDATION: FRETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICH-
EVER IS IATER, THEN DESTROY,




